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Chapter 1: Reports Overview 

The DTS Reports analyze and present data from DTS travel documents and personal profiles. The reports 

ƎŜƴŜǊŀǘŜŘ ŀǊŜ Ǿƛǘŀƭ ǘƻƻƭǎ ŦƻǊ ƳŀƴŀƎƛƴƎ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭ ǇǊƻƎǊŀƳΦ All DTS reports require organization 

access, and in addition, some require additional permission levels or role appointments. To create a report in 

DTS, you must enter search criteria, which can vary depending on the type of report. For the best results, 

identify as many specific criteria as possible, to return a more focused report in less time. While many reports 

return results quickly others may take longer depending upon the amount of data being compiled and could run 

during non-peak hours. For most reports, DTS emails you when the report is ready for you to retrieve the data.  

DTS offers a variety of reports, which you run from different locations. As a quick summary: 

¶ DTS Report Scheduler is the main source for reports on travel documents. From it, there are 63 

different reports, grouped into 15 categories for DTAs with the proper access to run. These reports 

primarily provide details on travel and personal profiles of your ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇŜǊǎƻƴƴŜƭΦ ¢Ƙƛǎ Ƴŀƴǳŀƭ 

provides information about all of them. 

¶ DTS Budget Module allows a DTA to run four budget-related reports. This manual addresses these 

reports. 

¶ DTA Maintenance Tool allows a DTA to request to up to 12 reports (e.g., View List reports) that 

ǇǊƻǾƛŘŜ ŘŜǘŀƛƭǎ ŀōƻǳǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 5¢{ ŀǎǎŜǘǎ όŜΦƎΦΣ wƻǳǘƛƴƎ ƭƛǎǘǎ, People, and LOAs). This manual 

in Chapter 5 addresses running a view list, but the entire process is available in the DTA Manual, 

Chapters 4-8.  

¶ Business Intelligence Reporting Tool (BIRT) if you have access to it, provides more advanced reports, 

and possibly even create your own unique reports through the tool. Since BIRT use varies widely, your 

local organization or Component must provide you detailed information about BIRT. 

¶ Specialized DTS Modules (if you have access) permits a DTA to run reports in modules such as the 

Centrally-Billed Accounts and Debt Management. For more on these modules, see the CBA 

Reconciliation Manual and the Guide to Managing Travel Incurred Debt.   

On the DTMO website, under Training Search Tool are various manuals, guides, and other training resources 

(Figure 10-1). 

 

Figure 10-1: Training Search Tool 

https://www.travel.dod.mil/Training/Reference-Materials/
https://www.travel.dod.mil/Training/Reference-Materials/
https://www.travel.dod.mil/Training/Training-Search/
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Chapter 2: Report Scheduler 

You access DTS at https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/. Once logged into the 

system, you can perform administrative actions. The Report Scheduler allows you to request a variety of 

reports. You must have organization access to select the Report Scheduler. In addition, you may need 

specialized permission levels or role appointments to run a report. 

To run a report, select the required one, define the parameters of the report, and submit the request. DTS 

creates the report off-line and emails you when the report is available for download. 

All reports provide a description and lists data that is included. Reports that require a specified date range can 

only retrieve data for travel documents created in the last 15 months and for a date range of up to 31 days. The 

Unsubmitted Voucher Report and the Audit Trail Reports are exceptions to this rule. Reasons for date 

constraints for those reports are in the report descriptions below. 

To request and download a Report Scheduler report: 

1. From the DTS Dashboard (Figure 10-2), hover over Administration, then select Report Scheduler from 

the Reports options. The Report Scheduler Home screen (Figure 10-3) opens.  

 

Figure 10-2: DTS Dashboard ς Administrative Menu 

  

Figure 10-3: Report Scheduler Home Page 

2. Select Request New Report. The Request New Report screen (Figure 10-4) opens. It displays the types 

of reports available. Blue links are selectable. Grey text is view only. 

https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
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Figure 10-4: Request New Report Screen (Partial Listing) 

3. Select the link identifying the report you want to run. A search criteria screen opens (exact details vary 

per report type; see descriptions below). Note: DTS marks required information with a red asterisk. 

Items without a red asterisk are optional. 

4. Fill in the report criteria and then select Submit. A screen (Figure 10-5) displays the remainder of the 

process and lets you know when DTS will run the report and the email address DTS will use to notify 

you that the report is ready. If your personal profile does not contain an email address, the message 

notes that fact and suggests a time to return to the Report Scheduler to check the report status. 

 

Figure 10-5: Reports Process Explanation Screen 

5. When you get the email (or once the report is available), return to the Report Scheduler Home page 

(Figure 10-2). It lists the reports you requested and their current status: 

¶ If the report is not yet ready, the Status column shows Requested, and the Download column is empty. 

¶ If the report is ready, a download link appears. 

o Reports remain available for download for 7 days after the completed date. 

o If DTS found no information within the search parameters you entered, the Download 

column also displays the comment (No Data Found). 

6. Select download to open a report. Open to view the report now, or Save it to view later. Note: If the 

comment (No Data Found) appeared in step 5, you can still download, view, or save the report, but the 



DTA Manual, Chapter 10: Reports  June 23, 2022 

Defense Travel Management Office  8 

report will contain no data. You may need to change the criteria and run the report again to achieve 

results. 

Sections 2.1 through 2.13 contain specific information about all the reports available through the Report 

Scheduler. 

2.1 Status Reports 

Status Reports provide information about the routing process from the point of view of a trip, trip documents, 

or travelers. 

2.1.1 Pending Airline Cancellation Report 

The Pending Airline Cancellation Report provides a list of authorizations containing reservations in a confirmed 

status (CTO BOOKED) that the AO has not stamped APPROVED within a selected number of hours. 

The Pending Airline Cancellation Report displays the: 

¶ Organization Name 

¶ Traveler Name (Last/First/MI) and Last 4 SSN 

¶ Traveler Email Address 

¶ PNR Locator 

¶ Document Name and Document (Current) Status 

¶ Flight Departure Date and Flight Departure Time (earliest flight) 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Pending Airline Cancellation Report. 

Figure 10-6 shows the Pending Airline Cancellation Report Search Criteria screen. 

 

Figure 10-6: Pending Airline Cancellation Report Search Criteria Screen 
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Table 10-1 explains the screen fields. 

Table 10-1 

PENDING AIRLINE CANCELLATION REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub 
Organizations 

Check it to include information for subordinate organizations. 

Number of Hours to 
Departure 

Enter a number between 24 and 150 to find authorizations that 
the AO has not approved within that many hours before the 
flight departure time (i.e., enter 48 to find all documents that 
are both unapproved and within 48 hours of flight time). 

2.1.2 Signed Status Report 

The Signed Status Report provides information about documents that were stamped SIGNED within a specified 

date range not to exceed 31 days. 

The Signed Status shows (as applicable) the: 

¶ Organization 

¶ Traveler Name (Last/First/MI) and Last 4 SSN  

¶ Traveler Email Address 

¶ TDY Location or Destination 

¶ AO Email Address 

¶ 5ƻŎǳƳŜƴǘΩǎΥ 

o Name, and Type 

o TANUM 

o Trip Type, Purpose, and Description 

o Current Status, Date of that Status, and Awaiting Status 

o Last AO Approve Date (Date stamped Approved) 

o PNR Locator 

o Created, Signed and Approved Dates 

o Departure and Return Dates 

o Total Days TDY 

o Total trip Expenses, Total Reimbursable Expenses, and Total Amount Claimed 

o Total of Commercial Plane (CP) and Commercial Rail (CR) Expenses 

o Total of CP and CR expenses that are being reimbursed via Government Travel Charge Card 

(GTCC; though DTS sometimes uses the abbreviation GOVCC) 

o Amount of Advances and Scheduled Partial Payments (SPPs) 
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o Standard Document Number (SDN) 

¶ Indicator of whether: 

o The trip was cancelled 

o Actual costs were used 

o The document or an advance or SPP request was rejected by a financial system 

o Constructed Travel was used 

o Multiple LOAs were used 

o The trip was Foreign Travel 

o The document was T-Entered 

o A non-GSA City Pair was used 

¶ DTA ID Email Address 

¶ LOA Label, Format Map, and Expenses 

¶ Reference 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Signed Status Report. 

Figure 10-7 shows the Signed Status Report Search Criteria screen. 

 

Figure 10-7: Signed Status Report Search Criteria Screen 

Table 10-2 explains the screen fields. 
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Table 10-2 

SIGNED STATUS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Document Type Select the type of document (ALL, AUTH, GAUTH, VCH, or LVCH) 
to include in the report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

Include LOA Details Checked it to include LOA details such as the label, LOA format, 
amount allocated, and standard document number. 

2.1.3 Depart Status Report 

The Depart Status Report provides information on trips that are due to begin (or began) within the selected 

date range. 

The Depart Status Report shows the same information as the Signed Status Report (see section 2.1.2). 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Depart Status Report. 

Figure 10-8 shows the Depart Status Report Search Criteria screen. 

 

Figure 10-8: Depart Status Report Search Criteria Screen 
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Table 10-3 explains the screen fields. 

Table 10-3 

DEPART STATUS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Document Type Select the type of document (ALL, AUTH, GAUTH) to include in 
the report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

Include LOA Details Checked it to include LOA details such as the label, LOA format, 
amount allocated, and standard document number. 

2.1.4 Return Status Report 

The Return Status Report provides information on trips that are due to end (or ended) within the selected date 

range. 

The Return Status Report shows the same information as the Signed Status Report (see Section 2.1.2). 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Return Status Report. 

Figure 10-9 shows the Return Status Report Search Criteria screen. 

 

Figure 10-9: Return Status Report Search Criteria Screen 



DTA Manual, Chapter 10: Reports  June 23, 2022 

Defense Travel Management Office  13 

Table 10-4 explains the screen fields. 

Table 10-4 

RETURN STATUS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Document Type Select the type of document (AUTH) to include in the report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

Include LOA Details Checked it to include LOA details such as the label, LOA format, 
amount allocated, and standard document number. 

2.1.5 Approved Status Report 

The Approved Status Report provides information about documents that received any of the following status 

stamps within the selected date range: 

¶ APPROVED 

¶ PROCESSED 

¶ CTO AMENDMENT 

¶ AUTO APPROVED 

¶ CANCELLED 

The Approved Status Report shows the same information as the Signed Status Report (see Section 2.1.2). 

Follow the steps outlined in Section 2, Numbers 1-6 to run an Approved Status Report. 

Figure 10-10 shows the Approved Status Report Search Criteria screen. 
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Figure 10-10: Approved Status Report Search Criteria Screen 

Table 10-5 explains the screen fields. 

Table 10-5 

APPROVED STATUS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Document Type Select the type of document (ALL, AUTH, GAUTH, VCH, or LVCH) 
to include in the report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

Include LOA Details Checked it to include LOA details such as the label, LOA format, 
amount allocated, and standard document number. 

2.1.6 Traveler Status Report 

The Traveler Status Report provides a list of document for a specific date range based on the date of departure 

(within the last 15 months). You can also include cost data in the report if you check the Show Cost Fields box. 

The Traveler Status Report display includes (as applicable) the: 
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¶ Traveler Name and Last 4 SSN 

¶ Traveler Email Address 

¶ Title/  Rank 

¶ Organization and Component 

¶ 5ƻŎǳƳŜƴǘΩǎΥ 

o Name, Type, and TANUM 

o Trip Dates, TDY Dates, and TDY Location 

o Total Cost of Lodging, Airfare, Rental CŀǊΣ ŀƴŘ άƻǘƘŜǊέ 

o DTA ID Email Address 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Traveler Status Report. 

Figure 10-11 shows the Traveler Status Report Search Criteria screen. 

 

Figure 10-11: Traveler Status Report Search Criteria Screen 

Table 10-6 explains the screen fields. 

 

 



DTA Manual, Chapter 10: Reports  June 23, 2022 

Defense Travel Management Office  16 

Table 10-6 

TRAVELER STATUS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Show Cost Fields Check to include additional cost information. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

TDY Date As of  Enter (or use the calendar tool to select) the select a single date 
to search. 

2.1.7 Travelers By Country 

The Travelers by Country Report provides a list of travelers currently in or planning to travel to a selected 

OCONUS location. The report is 31 days from current date and applies to APPROVED authorizations based on a 

single selected country. Note: Location is limited to OCONUS U.S. States and U.S. Territories, and OCONUS 

countries. 

The Travelers by Country Report display includes (as applicable) the: 

¶ Traveler Name 

¶ Traveler Email Address 

¶ TANUM 

¶ TDY Arrival and Departure Dates 

¶ TDY Location City and Country 

¶ AO Name 

¶ AO Email Address 

¶ Traveler Service and Active/Reserve 

¶ Grade/Rank and Civilian/Military 

¶ Organization Name, Organization Site Name, and Description 

¶ Present Duty Station Name, City, and State/County 

¶ Unit ID 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Travelers by Country Report. 

Figure 10-12 shows the Travelers By Country Search Criteria screen. 
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Figure 10-12: Travelers by Country Search Criteria Screen 

Table 10-7 explains the screen fields. 

Table 10-7 

TRAVELERS BY COUNTRY SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Country Use the drop to select a country. 

2.2 Routing Reports 

Routing Reports ŀƭƭƻǿ ȅƻǳ ǘƻ ƳƻƴƛǘƻǊ ǘƘŜ ǊƻǳǘƛƴƎ ŀŎǘƛǾƛǘȅ ƻŦ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴǎΩ ǘǊŀǾŜƭ ŘƻŎǳƳŜƴǘǎΦ 

2.2.1 Adjustment Report 

The Adjustments Report provides a list of documents that travelers (or others acting on their behalf) modified 

during the routing and approval process. Frequent adjustments may be indicator that your travelers may need 

more training. 

The Adjustments Report shows (when applicable) the: 

¶ Traveler Name 

¶ Traveler Email Address 
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¶ Organization 

¶ Document Name 

¶ TANUM 

¶ Approved Date 

¶ Total Amount Claimed 

¶ Date and Time of each Adjustment, with the !ŘƧǳǎǘƻǊΩǎ bŀƳŜ 

Follow the steps outlined in Section 2, Numbers 1-6 to run an Adjustments Report. 

Figure 10-13 shows the Adjustments Report Search Criteria screen. 

 

Figure 10-13: Adjustment Report Search Criteria Screen 

Table 10-8 explains the screen fields. 

Table 10-8 

ADJUSTMENTS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Document Type Select the type of document (ALL, AUTH, GAUTH, VCH, or LVCH) 
to include in the report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 
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ADJUSTMENTS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Show Cost Fields Check to include additional cost information. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

¢ǊŀǾŜƭŜǊΩǎ {{b  9ƴǘŜǊ ǘƻ ƭƛƳƛǘ ǘƘŜ ǊŜǇƻǊǘ ǘƻ ŀ ǎƛƴƎƭŜ ǘǊŀǾŜƭŜǊΦ ¸ƻǳ ŎŀƴΩǘ ǘȅǇŜ ƛƴ ƛǘ ς 
you must use Lookup to find it. Use Clear SSN to remove a SSN. 

2.2.2 Routing Status Report 

The Routing Status Report όōƻǘƘ ά[ŜƎŀŎȅέ ŀƴŘ ǎǘŀƴŘŀǊŘ ǾŜǊǎƛƻƴǎύ ƛŘŜƴǘƛŦƛŜǎ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ŀǊŜ ƛƴ 

routing, the next stamp in each document's routing list, and the number of days that have passed since the 

document was last stamped. This is good for evaluating the health of your routing process. 

The Routing Status Report shows (when applicable) the: 

¶ Traveler Name 

¶ Organization 

¶ 5ƻŎǳƳŜƴǘΩǎ bame, Type (e.g., voucher) 

¶ TANUM 

¶ Current Status (latest stamp applied) 

¶ Awaiting Status (the next stamp due to be applied) 

¶ Applied Date the Current stamp and the Number of Days Since 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Routing Status Report. 

Figure 10-14 shows the Routing Status Report Search Criteria screen. 
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Figure 10-14: Routing Status Report Search Criteria Screen 

Table 10-9 explains the screen fields. 

Table 10-9 

ROUTING STATUS REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Document Type Select the type of document (ALL, AUTH, GAUTH, VCH, or LVCH) 
to include in the report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

wƻǳǘƛƴƎ hŦŦƛŎƛŀƭΩǎ {{b Enter to limit the report to documents awaiting action by a 
ǎƛƴƎƭŜ wƻǳǘƛƴƎ hŦŦƛŎƛŀƭΦ ¸ƻǳ ŎŀƴΩǘ ǘȅǇŜ ƛƴ ƛǘ ς you must use 
Lookup to find it. Use Clear SSN to remove a SSN. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

No of Days Threshold Enter the number of days that must have passed (i.e., enter 5 to 
get a report that only includes documents with a current date 
stamp at least 5 days old). 

2.3 Individual Reports 

Individual Reports each have a unique purpose that does not fit into any other report category. 
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2.3.1 POSACK Delinquency Report 

The POSACK Delinquency Report provides data about travel documents that DTS has forwarded for financial 

processing, but have not yet received either a positive acknowledgment (POSACK) or a reject within a specified 

number of hours. 

You need permission level 5 to run this report. 

The POSACK Delinquency Report shows (when applicable) the: 

¶ Traveler Name and Last 4 SSN 

¶ Traveler Email Address 

¶ Organization 

¶ 5ƻŎǳƳŜƴǘΩǎ Current and Original names 

¶ TANUM 

¶ Document type (e.g., voucher), and Adjustment Level 

¶ Transaction Amount, Submission Date, time open, Accountable Station Number, and Invoice Sequence 

¶ DTA ID Email Address 

Follow the steps outlined in Section 2, Numbers 1-6 to run a POSACK Delinquency Report. 

Figure 10-15 shows the POSACK Delinquency Status Report Search Criteria screen. 

 

Figure 10-15: Posack Delinquency Report Search Criteria Screen 

Table 10-10 explains the screen fields. 

 



DTA Manual, Chapter 10: Reports  June 23, 2022 

Defense Travel Management Office  22 

Table 10-10 

POSACK DELINQUENCY REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Report Type Select an Obligation (i.e., authorizations) or Payment (i.e., 
vouchers) report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

wƻǳǘƛƴƎ hŦŦƛŎƛŀƭΩǎ {{b Enter to limit the report to documents awaiting action by a 
ǎƛƴƎƭŜ wƻǳǘƛƴƎ hŦŦƛŎƛŀƭΦ ¸ƻǳ ŎŀƴΩǘ ǘȅǇŜ ƛƴ ƛǘ ς you must use 
Lookup to find it. Use Clear SSN to remove a SSN. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

# of Hours Delinquent Enter the number of hours that must have passed (i.e., enter 72 
to get a report that only includes documents submitted at least 
72 hours ago). 

2.3.2 Unsubmitted Voucher Report 

The Unsubmitted Voucher Report provides a list of authorizations and amended authorizations for which no 

voucher exists and 5 days have passed since the trip end date. The report also displays authorizations or 

amended authorizations when vouchers are only in a CREATED status (e.g., not SIGNED or T-ENTERED). When 

submitting a report, the specified date range must be within the last 24 months and with a maximum date range 

of 93 days. Note: This report provides information as per the defined requirements. Accessing the current 

version of trips may be necessary, in order to obtain more details.    

At a minimum, you should run this report on a weekly basis. The Unsubmitted Voucher Report shows (when 

applicable) the: 

¶ Traveler Name 

¶ Traveler Email Address 

¶ Organization 

¶ 5ƻŎǳƳŜƴǘΩǎ Name 

¶ Approved Date 

¶ TANUM 

¶ TDY Departure Date and the Number of Days Since the Trip End Date 

¶ Amount of Authorization 

.ŀǎŜŘ ǳǇƻƴ ǘƘŜ ǊŜǇƻǊǘΩǎ ǊŜǎǳƭǘǎΣ ȅƻǳ ǾƛŜǿ ǘƘŜ ŘƻŎǳƳŜƴǘǎ ǘƻ ǾŜǊƛŦȅ ǘƘŜ ŀŎǘǳŀƭ ǘǊŀǾŜƭ ǎǘŀǘǳǎ όŜΦƎΦΣ ŜǎǇŜŎƛŀƭƭȅ ǘƘŜ 

Digital Signature page) to determine any further action.  

Findings may show: 

¶ The amended authorization requires approval preventing voucher creation. 
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¶ The voucher is created, but not signed or T-Entered. 

¶ There is no voucher, but travel occurred. 

¶ The document is stuck and no other action is possible. Create a TraX Help Ticket. 

¶ There is no voucher because travel did not occur. In this situation, the traveler should cancel the trip 

indicating with expenses requiring a voucher or without expenses to close out the trip.  

Follow the steps outlined in Section 2, Numbers 1-6 to run an Unsubmitted Voucher Report. 

Figure 10-16 shows the Unsubmitted Voucher Report Search Criteria screen. 

 

Figure 10-16: Unsubmitted Voucher Report Search Criteria Screen 

Table 10-11 explains the screen fields. 

Table 10-11 

UNSUBMITTED VOUCHER REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

https://www.defensetravel.dod.mil/neoaccess/login.php
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UNSUBMITTED VOUCHER REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Days Since End of Trip Enter the number of days that must have passed (i.e., enter 5 to 
get a report that only includes trips that ended at least 5 days 
ago). 

2.3.3 CBA TO Report 

The CBA TO Report provides data about trips that charged a CBA for air or rail tickets and TMC fees. You can run 

this report one of two ways: 

¶ Include All Documents that Charged a CBA 

¶ Include Only Documents with Missing Information (e.g., Ticket Number, Amount) 

The CBA TO Report shows (when applicable) the: 

¶ Traveler Name and Last 4 SSN 

¶ Traveler Email Address 

¶ Organization 

¶ AO Name  

¶ AO Email Address 

¶ 5ƻŎǳƳŜƴǘΩǎ bŀƳŜΣ ¢ȅǇŜ όe.g., Voucher) 

¶ TANUM 

¶ Current Status 

¶ TDY Departure and Return Dates 

¶ ¢ƛŎƪŜǘΩǎ tŀǎǎŜƴƎŜǊ bŀƳŜ wŜŎƻǊŘ όtbwύΣ ¢ǊŀǾŜƭ aƻŘŜΣ bǳƳōŜǊΣ /ƻǎǘΣ ŀƴŘ 5ŀǘŜ 

¶ CBA Label 

¶ DTA ID Email Address 

Follow the steps outlined in Section 2, Numbers 1-6 to run a CBA TO Report. 

Figure 10-17 shows the CBA TO Report Search Criteria screen. 
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Figure 10-17: CBA TO Report Search Criteria Screen 

Table 10-12 explains the screen fields. 

Table 10-12 

CBA TO REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

All CBA Documents Select it to include all documents that charged a CBA. 

Exceptions Only Select it to include only documents that charged a CBA and are 
missing key information (e.g., ticket cost). 

2.3.4 Debt Management Report 

The Debt Management Report όōƻǘƘ ά[ŜƎŀŎȅέ ŀƴŘ ǎǘŀƴŘŀǊŘ ǾŜǊǎƛƻƴǎύ ǇǊƻǾƛŘŜǎ Řŀǘŀ ŀōƻǳǘ ǘǊŀǾŜƭŜǊǎ ǘƘŀǘ ŀǊŜ ƛƴ 

debt to the Government because of a DUE US DTS voucher. Debts remain on the report for 30 days after the 

DUE US voucher is stamped ARCHIVE SUBMITTED (meaning the debt has been satisfied). 

You need permission level 6 and the Debt Management Monitor indicator set to YES in your profile to run this 

report. 



DTA Manual, Chapter 10: Reports  June 23, 2022 

Defense Travel Management Office  26 

The Debt Management Report shows (when applicable) the: 

¶ Traveler Name and Last 4 SSN  

¶ Traveler Email Address 

¶ 5ƻŎǳƳŜƴǘΩǎ Name 

¶ TANUM 

¶ Debt Information Including: 

o Date Incurred 

o Date Traveler Notified 

o Original Amount 

o Offset and Collection (e.g., Payroll Deduction, Write-Off) History, to Include Stamp Applied, 

Date, Amount, Balance Remaining 

o Last Offset Date, Action, and Amount 

o Current Balance Due 

o 30-Day Status 

o Days Since Last Activity 

o Total Age of Debt 

¶ DTA ID Email Address 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Debt Management Report. 

Figure 10-18 shows the Debt Management Report Search Criteria screen. 

 

Figure 10-18: Debt Management Report Search Criteria Screen 

Table 10-13 explains the screen fields. 
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Table 10-13 

DEBT MANAGEMENT REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Include Debt History Check it to include the date each stamp was applied to the 
document and the balance that remained on that date. 

2.3.5 Constructed Travel Report 

The Constructed Travel Report provides data on trip costs and cost savings of approved trip requests when a 

traveler has used Constructed Travel. 

The Constructed Travel Report shows (when applicable) the: 

¶ Traveler Name 

¶ Organization 

¶ DTA ID Email 

¶ 5ƻŎǳƳŜƴǘΩǎ Name, Type (e.g., Voucher) 

¶ TANUM 

¶ Approved Date 

¶ TDY: 

o Departure and Return Dates 

o Actual and Allowable Costs, as Well as the Difference (Delta) Between Them 

o An Indicator of Whether Approval Override was Used 

Follow the steps outlined in Section 2.1 to run a Constructed Travel Report. 

Figure 10-19 shows the Constructed Travel Report Search Criteria screen. 
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Figure 10-19: Constructed Travel Report Search Criteria Screen 

Table 10-14 explains the screen fields. 

Table 10-14 

CONSTRUCTED TRAVEL REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Document Type Select the type of document (ALL, AUTH, GAUTH, VCH, or LVCH) 
to include in the report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

2.3.6 Hotel Tax Exempt Locations Report 

The Hotel Tax Exempt Locations Report shows approved vouchers that include both a tax exempt TDY location 

and one or more Hotel Sales Tax non-mileage expense charges. 

The Hotel Tax Exempt Locations Report shows (when applicable) the: 

¶ Traveler Name 

¶ Organization 
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¶ Selected (or all) Tax Exempt Locations  

¶ Trip Start and End Dates 

Follow the steps outlined in Section 2, Numbers 1-6 to run a Hotel Tax Exempt Locations Report. 

Figure 10-20 shows the Hotel Tax Exempt Locations Search Criteria screen. 

 

Figure 10-20: Hotel Tax Exempt Locations Search Criteria Screen 

Table 10-15 explains the screen fields. 

Table 10-15 

HOTEL TAX EXEMPT LOCATIONS SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Tax Exempt Locations Select an available TDY location to limit results to that location 
or leave blank to return results for all TDY locations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 
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2.3.7 What Happened on Authorization Approval (WHOAA) 

The WHOAA Report allows you to see the authorizations created and approved after the trip start date. The 

ŘŀǘŜ ǊŀƴƎŜ ƛǎ ōŀǎŜŘ ǳǇƻƴ ǘƘŜ ŀǳǘƘƻǊƛȊŀǘƛƻƴΩǎ ŀǇǇǊƻǾŜŘ ŘŀǘŜΦ  

The WHOAA Report shows (when applicable) the: 

¶ Traveler Name 

¶ Organization 

¶ AO Name and Email Address 

¶ Document name, Type (e.g., voucher), TANUM 

¶ Trip Purpose, Description 

¶ Expenses Total 

¶ Dates: Approved and Trip Start, Plus Number of Days Between Those Dates 

¶ Pre-Audit Justification and Reason Code 

Follow the steps outlined in Section 2, Numbers 1-6 to run What Happened on Authorization Approval Report. 

Figure 10-21 shows the WHOAA Report Search Criteria screen. 

 

Figure 10-21: WHOAA Report Search Criteria Screen 

Table 10-16 explains the screen fields. 
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Table 10-16 

WHAT HAPPENED ON AUTHORIZATION APPROVAL (WHOAA) REPORT SEARCH CRITERIA 
DESCRIPTIONS  

Field Description 

Document Type Select the type of document (AUTH, VCH) to include in the 
report. 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Reason Code Select one or more Reason Code to include in the report. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

2.4 CTO Travel Related Reports 

The CTO Travel Related Reports provide information about travel and lodging associated with a traveler's TDY 

or a TDY document. 

2.4.1 FPLP/FEMA Report 

The FPLP/FEMA Report provides limited lodging data for documents that belong to one or more organizations. 

Specifically, the report identifies whether or not a selected property participates in the Federal Premier Lodging 

Program (FPLP) and is approved by the Federal Emergency Management Agency (FEMA). 

The FPLP/FEMA Report shows (when applicable) the: 

¶ Traveler Name 

¶ Organization 

¶ TDY Location 

¶ 5ƻŎǳƳŜƴǘΩǎ Name 

¶ TDY Departure and Return Dates 

¶ Each LodgƛƴƎ tǊƻǇŜǊǘȅΩǎ bŀƳŜ ŀƴŘ [ƻŎŀǘƛƻƴ 

¶ Whether It Is A FPLP Participant and FEMA Approved 

Follow the steps outlined in Section 2, Numbers 1-6 to run a FPLP/FEMA Report. 

Figure 10-22 shows the FPLP/FEMA Report Search Criteria screen. 
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Figure 10-22: FPLP/FEMA Report Search Criteria Screen 

Table 10-17 explains the screen fields. 

Table 10-17 

FPLP/FEMA REPORT SEARCH CRITERIA DESCRIPTIONS  

Field Description 

Organization Enter a DTS organization name. 

Include Sub Organizations Check it to include information for subordinate organizations. 

Start Date and End Date Enter (or use the calendar tool to select) the date range to 
search. 

2.4.2 Reason Codes 

The Reason Code Report provides data on trips by travelers who needed to enter reason codes for various 

actions such as not using GSA city pair contract flights or required lodging types, to name just two. The report 

also provides the justifications they entered for their selections. This report lists all instances of every reason 

code and justification. 

The Reason Code Report shows (when applicable) the: 

¶ Traveler Name 

¶ Organization and Component 

¶ 5ƻŎǳƳŜƴǘΩǎ bŀƳŜ  






















































































































































